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DWA OVERVIEW

The Utah Direct Writing Assessment (DWA) is designed to measure students’ mastery of the
writing standards and objectives of the Utah Core Curriculum in English Language Arts
(Grades 5 and 8). The DWA is an untimed test. It is important for the test administrator to
ensure all students have adequate time during a single seating/session to complete the test.
This ensures that all students experience a similar (standardized) experience and that the
results are reliable and valid.

The Utah DWA is highly secure and is provided to Utah school districts with the assumption
that all test administration information will be treated securely. This means that only
authorized personnel should interact with the tests.

It is extremely important that all staff members involved in the administration of these
tests follow the directions for administering the test as outlined in this document. Also,
students should carefully follow the written directions provided for them on their screen.

Under no circumstances should actual test content from these tests be taught to students,
including any portion of passages or writing prompts. Making hard-copies of the passages,
prompt and/or student responses is not permitted. Such practices violate test security and
are professionally unethical. According to state law, evidence of these illegal activities can
result in the loss of teacher licensure. For further information regarding testing ethics and
test security, see the Utah State Board of Education Rule R277-404 at
http://www.rules.utah.gov/publicat/code/r277/r277-404.htm and the board-approved
Standard Test Administration and Testing Ethics Policy at
http://www.schools.utah.gov/assessment/Testing-Director-Resources.aspx

These directions for administering the DWA should be followed exactly to ensure uniform
test administration. When necessary, a proctor may clarify the directions. However, it is
important to distinguish between permissible assistance, such as clarifying the directions, and
assistance that might inadvertently indicate a way to address the writing prompt, which is
the selected subject for the student’s response.

The DWA is highly secure material and should be treated as such. The writing test
passages and prompts should never be used for review or for writing practice with students.
They should not be discussed with others.

Do Don't

e Read the directions word for word e Let students use a thesaurus or
and ensure standardization of the dictionary.
test administration.

e Let students use scratch paper for
pre-writing.

e Have LEA-appointed personnel
transcribe tests administered under
specific accommodated conditions
(e.g., Braille, scribe).



http://www.rules.utah.gov/publicat/code/r277/r277-404.htm
http://www.schools.utah.gov/assessment/Testing-Director-Resources.aspx

MIST OVERVIEW

The Measurement Incorporated Secure Testing (MIST™) system has two interfaces: one for
the student and one for the test administrator/proctor.

1. Students use a computer to access a test. During testing the student computers
operate in kiosk mode, which prevents students from accessing other applications on
their computers during testing. This kiosk must be installed onto each student
machine prior to test administration.

2. The Proctor Screen is what the test administrator/proctor uses to access, start and
manage the test administration and manage student information. The Proctor Screen
is web-based, allowing the proctor to access other applications during testing. No
advance installation is required.

Contact Measurement Incorporated Utah DWA Technical Support
Staff for assistance before or during the scheduled test
administration.

Phone: (855) 999-4246
or
Email: dwasupport@misttest.com


mailto:dwasupport@misttest.com

CHECKLIST FOR TEST ADMINISTRATION

Before Testing

Verify with the school’s Technical Coordinator that the MIST application is available
on both student and proctor machines and that the computers are on and connected
to the network.

Follow local policies and procedures for administering the training test to students.
The purpose of this training test is to familiarize students with the process of logging
in and using features of the online system prior to the DWA’s administration.

Schedule sufficient time for the test. Students must complete the test in one
session. (This is not a timed test.)

Ensure that scratch paper is available.
Become thoroughly familiar with this Test Administration Manual.
Ensure that you have the following materials:

e This Proctor Guide and Test Administration Manual
e Student login tickets (if applicable)
e A"TESTING; DO NOT DISTURB" sign

Assign special codes if applicable (see “"Guidelines for Assessment
Accommodations” on page 7 and “"Assigning or Updating Special Codes” on
page 40).

Place the TESTING; DO NOT DISTURB sign on the door just before testing begins.

Ensure that students are logged into their workstation (see “Step 1. Student
Login” on page 10).

Ensure that the testing session is started from the proctor’s machine (see “Step 2.
Select an Open Test from the Proctor Screen” on page 26.

During Testing
Provide each student with scratch paper for pre-writing.
Administer the test following the script word for word.

Actively proctor to ensure that students are working on the test and that they are
successfully typing their response.

In response to students’ questions about the prompt, it is acceptable to restate the
prompt and define any words in the prompt. You may not, however, give advice
about how to respond to the prompt.

__ Ensure students have as much time as needed during the single administration
session (this is NOT a timed test).
NOTE: If a student submits their response prematurely, it can be unlocked
from the proctor screen within one hour.



NOTE: If you have any questions before, during and after testing that this document
does not answer, contact Measurement Incorporated’s Utah DWA Technical Support
staff by phone at (855-999-4246) or email at dwasupport@misttest.com.

After Testing

Ensure that all students are accounted for on the proctor screen and that student
responses have been appropriately submitted for scoring (see “Finishing the Test”
on page 32).

__ Ensure that the testing session is closed from the proctor screen.
___Arrange a make-up test completion session for students who were absent.
__ Collect the students’ scratch papers and dispose of them in a secure manner.
____Ensure that all students who should be tested have been tested.

Ensure that appropriate special codes have been marked in the proctor screen.
Guidelines for Assessment Accommodations

All Utah students enrolled in Grades 5 and 8 should participate to the fullest extent possible
in the Utah Direct Writing Assessment.

To obtain detailed information about the official state policy for assessment
accommodations and modifications, examine the state document entitled Utah
Participation and Accommodations Policy. This document is available on the Utah State
Office of Education website at
http://www.schools.utah.gov/sars/DOCS/assessment/1314utahaccommodations.aspx

Special Codes

When special codes are used, only one code can be selected. All special codes can be viewed
by clicking on “Edit” button when viewing student information. Special codes include non-
standard and non-participation codes. A description of special code usage is provided below.

Basic Rules

e Special codes are used for non-standard situations and non-participants.

e A blank response will be interpreted as “not participating”, unless a special code is
identified for the test.

o Special codes are audited for appropriate use. ALL student data will be used
for scoring, reporting, and accountability.


mailto:dwasupport@misttest.com
http://www.schools.utah.gov/sars/DOCS/assessment/1314utahaccommodations.aspx

For special codes, select one of the following:

“101 - Absent” if the student was not present during any part of the test
administration period and was not able to make up the test.

"102 - Withdraw from test” if the student should not have been assigned this test
(uncommon).

“104 - ELL First Year in U.S. before April 15” if the student is an ELL student and
enrolled before April 15 of the current school year.

105 - UAA, Utah’s Alternate Assessment” if the IEP Team has determined this mode
of participation.

“201 - Accommodated” if accommodations are provided.
"202 - Modified” if a modified assessment was administered (uncommon).
"203 - Invalid Test” if the LEA assessment director requests (uncommon).

"204 - Refuse to Test (RT)” (uncommon).

See “"Assigning or Updating Special Codes” on page 40 for instructions on entering
special codes.



TEST ADMINISTRATION OVERVIEW

To administer the DWA:

1.

2.

3.

4.

Students must be logged into the MIST kiosk on the computer they will use.
Information from the Test Administration Manual script is read.
Students type their response.

Students submit their response.

NOTE: Students must complete the test in a single sitting. Be sure to allow
sufficient time for students to complete the test during the test session.

Assigning Students to Their Computer

NOTE: Before testing can commence, the MIST kiosk application must be loaded onto each
student’s computer (see "Downloading the Application” on page 43).

The two methods to assign students to take a test are listed below and further explained in
the following pages.

Option 1: Assign students using a Test Ticket.

Students may be provided with their own unique login information on student test
tickets. These tickets can be printed from the Proctor Screen.

Option 2: Log in a student and select a test on each computer.

The school’s Proctor ID may be used to log into each student computer. The student
is then selected from the list of available students.

Additional Proctor Aids

Two tabs have been added to the proctor interface as follows:

1.

Documents - Reference documents to assist Proctors including the DWA TAM

2. Videos - Instructional videos that describe all the main functions of MIST



Step 1. Student Login

Option 1: Log In a Student and Select a Test on Each Computer

Immediately prior to the test administration, students must be logged
in or assigned to their workstation. Once a student is assigned to his or
her workstation and the test has been selected, that computer is locked
in test mode and cannot be used for any other purpose until testing is
finished.

1. Access the MIST icon as instructed by your school’s technical coordinator. If the
MIST icon is not displayed on the computer desktop, please contact your local
technical coordinator.

M

MIST

2. Wait for the login screen to load. This may take a few seconds.

If the MIST executable is out of date, an upgrade message is displayed.
Click OK to close the message window. To run MIST on the student
computer, a member of your school’s technical staff must download an
updated version of MIST.

\ If the message “"Loading ...." shows on the screen for more than 45
/A seconds, please call Measurement Incorporated’s Technical Support staff
at (855-999-4246).

Your application executable is out of date.

10



3. From the MIST Login screen, enter your MIST proctor user name and password and
click Login. If you do not know your user name and password, please contact your
school testing coordinator or LEA Assessment Director.

User Name:

Password:

CANCEL LOGIN »

4. You will see a list of the students available for testing, sorted by last name. Type the
student’s first and/or last name in the Search for Students text box. Students
matching the search criteria will be listed. Click a name to select a student from the
list. Click NEXT to confirm that the correct student has been chosen.

MIST - Ox

Students

Search For Students Q

ABBOTT, GLEN A
ABBOTT, SUSAN A
ABRAMS, PATRICIA A
ADAMS, DANIEL I
ADKINS, DONNA H
ADKINS, TOMMY D

ALBRIGHT, VIVIAM L
ALEXANDER, KRISTIN O
ALLEN, PAT A

ARCHER, PATRICIA R
ARMSTRONG, LEWIS R
ARTHUR, SARAR

A TAETA LS PR T

 §




5. Click the name to select the test. The default test form is “"Standard.” In this
example, the “"Text Reader” form has been selected. Click NEXT to confirm your
selections.

MIST TEH %
Tests for James Tonner
Search For Tests Q
2014 Utah DWA Training Grade 5 C)]
Test Form: | Text Reader n
2014 Utah DWA Training Grad...  Show Details [}

« BACK NEXT »

6. Click CONFIRM to continue to the Welcome screen.

MIST - 8%

Please confirm that you have selected the correct student and
test. Click CONFIRM to continue, or click BACK to make
changes,
Student: James Tonner
Student LEA ID: 23457778
Test: 2014 Utah DWA Training Grade 5

Form: Text Reader

<« BACK CONFIRM »



7. When the Welcome screen is displayed, tell the student to wait until instructed to
click the Start Test button. The student will be able to access the test when
instructed by the proctor.

E®9

O Utah®*: Education

Direct Writing Assessment

Spring 2014 - Training Test

EXIT TEST START TEST »

Donald H Chung @0@@ 2014 Utah DWA Training Grade 5

Once all student computers are set up, the proctor must follow the
instructions in STEP 2 on page 26 to start the test administration.

/A Student status is displayed on the Proctor screen. To start the test, the
student must follow the Proctor instructions.

8. If you have walk-in students, follow the instructions outlined on page 22 to manually
add new students to the test roster.



Option 2: Assign Students Using a Test Ticket

Immediately prior to the test administration, students must be logged in
or assigned to their workstation. Once a student is assigned to their
workstation and the test has been selected, that computer is locked in
test mode and cannot be used for any other purpose until testing is
finished.

1. From the Proctor Login screen, enter your MIST proctor User Name and Password
and click Sign In. If you do not know your user name and password, please contact
your school testing coordinator or LEA Assessment Director.

(= MIST - Measurement Incorporated Secure Testing - Windows Internet Explorer

. File dit  Wiew Favorites Toadls  Help

n : 1 »
7.7 Favorites |M MIST - Measurement Incorporated Secure Testing | ‘ E ﬁ M =] e -

The MIST™ system is a comprehensive
online testing application that allows tests
to be administered in a secure, proctored
environment via the MIST™ Tester Station
and the MIST™ Proctor Website.

Secure

The MIST™ Tester Station locks access to all
other applications during a testing session. All
MIST data transfers are encrypted and
securely transported via SSL communication User Name:
protocols.

Sign In

Password:

Easy to Use

The MIST™ Tester Station is intuitive and easy
to navigate. The MIST Proctor Website allows
proctors to easily monitor tester activity and
perform required tasks during a testing
session.

Easy to Install

MIST.exe is a small application (about 4 MB)
requiring a simple two-step installation process
for authorized users. You just download and
save it to the desktop. To remove, just delete
the file from your desktop.

Compatible

The MIST™ system is compatible with all major

operating systems (including windows, 0S X, =
and Linux) and browsers (Internet Explorer,

Firefox, Safari, and Chrome).

<
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2. From the Proctor Screen menu, click Tests to display the list of tests associated with
your proctor login. The test status is located below the test name, and a progress bar
indicates the number of finished testers. You can filter the tests by clicking “All
Tests” at the top of the page and then selecting the check box next to one or more of
the filtering options in the drop-down menu. Click anywhere on the page to hide the
filter.

e “Future” for test administrations that have not started

e "Open” for test administrations that have started

e "Complete” for test administrations that have all finished testers
o “Closed” for test administrations that are no longer available

@) 2014 Utah DWA —

2014 Utah DWA Search Q

|S|RESts Tests showing AurEsts
Students Future
a% = 29fi4 rade 5
8 Open 3 0f 11 testers finished
@ Downleads Complete
Closed

g Grade 8

able for testing 3 of 13 testers finished

Documents |EE | 201 __

@ Videos
A Faa

3. Click the name of the test that you are administering. The Test Roster screen
displays a list of students and their test status. Click the link next to the words
“Student List Showing” to view a list of all students or a sub-set of students who are
assigned to take the test. Filters include “Not Started,” “Active,” “Paused,”
“Finished,” and “Reporting Grpup.”

.—) 2014 Utah DWA Training Grade 5

— Available for tefting

Student List  showing All Students

[0 Tester Not Started Password

E Darlene A Barton FN (1, R ——

1 Katherine E Bender @ Paused | ...
Finished

O Christina O Bowden o s
Reporting Group

£l Donald H Chung All E ..........

[ LoisQJoseph assasesass

15



4. To download student test tickets, use the filter to list students in the appropriate
group. Then do one of the following:

e To download test tickets for all of the students in the selected Group, click the
check box next to the word “Tester” at the top of the student list

o To download a single test ticket for an individual student, click the check box
next to the student’s name.

5. Above the Status column on the right side of the screen, locate the toolbar that
includes the Ticket button. Click Ticket to download tickets for the selected
students.

NOTE: By default, the buttons in the toolbar are disabled (grayed out). The buttons
are enabled when at least one eligible tester is selected.

@) 2014 Utah DWA sign Out

2014 Utah DWA Search Q

|=] Tests

A, students

4L Downloads

n

.—) 2014 Utah DWA Training Grade 5 [

Available for testing 5 of 14 finished

Student List  showing All Students

Documents [l Tester Form Password

O Darlene A Barton Standard J
(& videos
[ Katherine E Bender Text Reader ~ ssssessnee
L@J FAQ [E1  Christina O Bowden Text Reader ~ ssssssssne
[F1  Denald H Chung Standard ] il

3 of 101 testers finizhed

m Tickst
Password Status

16



6. The test tickets are displayed in Adobe PDF format for each student assigned to take
the test, with eight students listed per page. The names are arranged alphabetically.
Each ticket has the student name, student date of birth, test name, username, and a
unique password.

7. To print the downloaded test tickets, click the printer icon on your browser toolbar.
Cut the sheets into individual tickets and distribute them to each student who is
about to take the test. For security purposes, student information displayed on the
test tickets should not be made available to other students.

Katherine E Bender Louis O Rosenthal

DOB: 01/12M1990 DOB: 01/12/1990

2014 Utah DWA Training
Grade 5

2014 Utah DWA Training
Grade 5

Usemame: student
Password: b3z4mdz

Username: student
Password:  v2m9s5y

b e ———————————————

‘D1 OO,

Anthony Hobart Patricia A Mangum

DOB: 03/17/2008 DOB: 01/12/1990

2014 Utah DWA Training
Grade 5

2014 Utah DWA Training
Grade 5

Usemame: student
Password: r2v4s5b

Username: student
Password:  h9u8p2g

‘D 1O

Douglas O Ross James Taylor

DOB: 01/121990

@ 2014 Utah DWA Training

DOB: 02/15/2006

2014 Utah DWA Training

Grade 5 Grade 5

Usemame: student
Password: n6v9g4h

Username: student
Password:  d8w7d7y

L e . O

James Tonner Harvey N Underwood

DOB: 07/18/2006

@ 2014 Utah DWA Training

DOB: 01/12/1990

2014 Utah DWA Training

Grade 5 Grade 5

Username: student
Password: n5¢494y

Username: student
Password: vT7z8b5z

WO WO WOCOD WEEOD®

S S

I_
|
I
|
|
|
|
|
|
i
-
|
|
|
|
|
|
|
|



8. Instruct the students to double-click the MIST icon on their computer.

M

MIST

9. Instruct students to enter the User Name “student” and the Password listed on their
test ticket, and then click LOGIN.

User Name:

Password:

CANCEL LOGIN >

10. After logging in, students will see a demographics screen that displays the Student
name and Test name. Ask students to verify their information and click CONFIRM if
the information is correct. If the information is incorrect, tell students to inform the
Proctor.

MIST - 0%

Please make sure you are the student identified on this screen
and the correct test is shown. Click CONFIRM to continue, or
click X to quit.
Student: Donald H Chung
Student LEA ID: 4567567
Test: 2014 Utah DWA Training Grade 5
Form: Standard

Demographics: Updated

« BACK CONFIRM »



11. When the Welcome screen is displayed, ask the students to wait until instructed
before clicking the START TEST button. Students should return their individual test
tickets to the Proctor after completing the test.

90

0 Utah®:Education

Direct Writing Assessment

Spring 2014 - Training Test

Donald H Chung @0@@ 2014 Utah DWA Training Grade 5
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Change Student Test Form

If a student requires the Text Reader form of the test, follow the steps below to change the
student’s test form to the Text Reader form of the test.

1. Access the Proctor Screen at https://mist.measinc.com.
2. Enter your MIST proctor User Name and Password, and then click Sign In.

{= MIST - Measurement Incorporated Secure Testing - Windows Internet Explorer.

~[&][E[>][=] &

: File Edit ‘ew Fawvorites Tools Help

{,‘f Favorites |M MIST - Measurement Incorporated Secure Testing

The MIST™ system is a comprehensive
online testing application that allows tests
to be administered in a secure, proctored
environment via the MIST™ Tester Station
and the MIST™ Proctor Website.

Secure

The MIST™ Tester Station locks access to all
other applications during a testing session. All
MIST data transfers are encrypted and
securely transported via SSL communication User Name:
protocols.

Sign In

Password:

Easy to Use

The MIST™ Tester Station is intuitive and easy
to navigate. The MIST Proctor Website allows
proctors to easily monitor tester activity and
perform required tasks during a testing
session.

Easy to Install

MIST.exe is a small application (about 4 MB)
requiring a simple two-step installation process
for authorized users. You just download and
save it to the desktop. To remove, just delete
the file from your desktop.

Compatible

The MIST™ system is compatible with all major

operating systems (including Windows, 0S X, =
and Linux) and browsers (Internet Explorer,

Firefox, Safari, and Chrome).

|

3. From the Proctor Screen menu, click Students. The Students page lists all registered
students in alphabetical order by last name.

20
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4. Click on the name of the student for whom you need to change the test form to the
Text Reader form, to reach the Student Details page.

2014 Utah DWA Search
| | Tests
L\ Terry A Barton
&’ Students
Gender Male
@ Pownloads Date of Birth ~ 1/12/1990
[l Documents Student LEA ID 11698910
Reporting Group
Videos
Special Codes
@ FAQ Edit Details
i Add Test Advanced v
Assigned Tests B s LR
E Test Form Password Status

[C] 2014 Utah DWA Training Grade 5 TextReadely  sessereees ®©
Standard
Text Reader

5. Click on the form name in the Form column. A drop-down menu of test forms will
appear. Choose the Text Reader form by clicking on the words Text Reader.

21



Enter Students Manually

If walk-in student registration is needed, follow the instructions below to add the new
student to the list of registered students and assign the student to take the test.

1. Access the Proctor Screen at https://mist.measinc.com.

2. Enter your MIST proctor User Name and Password, and then click Sign In.

{= MIST - Measurement Incorporated Secure Testing - Windows Internet Explorer

st ffmisk. measine.com/ V| Qﬂ (| |l"

: File Edit View Favorites Tools  Help

{,‘? Favarites |M MIST - Measurement Incorporated Secure Testing

The MIST™ system is a comprehensive
online testing application that allows tests
to be administered in a secure, proctored
environment via the MIST™ Tester Station
and the MIST™ Proctor Website.

Secure

The MIST™ Tester Station locks access to all
other applications during a testing session. All
MIST data transfers are encrypted and
securely transported via SSL communication User Name:
protocals.

Sign In

Password:

Easy to Use

The MIST™ Tester Station is intuitive and easy
to navigate. The MIST Proctor Website allows -
proctors to easily monitor tester activity and Sign In
perform required tasks during a testing
session.

Easy to Install

MIST.exe is a small application (about 4 MB)
requiring a simple two-step installation process
for authorized users. You just download and
save it to the desktop. To remove, just delete
the file from your desktop.

Compatible

The MIST™ system is compatible with all major

operating systems (including Windows, 0S X, =
and Linux) and browsers (Internet Explorer,

Firefox, Safari, and Chrome).

e

3. From the Proctor Screen menu, click Students. The Students page lists all registered
students in alphabetical order by last name.

22
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4. At the top right of the student roster list, click Add Student to reach the Student
Details page.

@) 2014 Utah DWA sign Out

2014 Utah DWA Searcn a

[E|Tests Students  Showing All Students

C?S Students Darlene A Barton 01/12/1990 1 of 2 Tests Complete
Katherine E Bender 01/12/1990 0 of 2 Tests Complete i

@ Downloads Christina O Bowden 01/12/1990 0 of 2 Tests Complete
Donald H Chung 01/12/1990 1 of 2 Tests Complete

=

i Docipents 2  Marie Curie 03/12/2006 0 of 1 Tests Complete

@ VT Lois O Joseph 01/12/1990 1 of 2 Tests Complete

£ Robert Lindle 12/12/2006 1 of 1 Tests Complete
i Fac Patricia A Mangum 01/12/1990 1 of 2 Tests Complete

5. On the Student Details page enter the required student information, which is shown
in boldface. The fields are:

¢ First Name
e Middle Initial (Optional)
e Last Name
e Gender
o Date of Birth (MM/DD/YYYY)
Please be sure to enter the Date of Birth in the format specified.
e Student LEAID

Reporting Group
Special Codes (Optional)

M) 2014 Utah DWA sonout

2014 Utah DWA

|| Tests
o & New Student
o, Students
First Name
<4 Downloads
Middle Initial
Documents Last Name
Gender Select One:
@ Videos E'
Date of Birth
i Fac
Student LEA ID

Reporting Group

Special Codes | Select One: E|

6. After entering the required student information, click Save at the bottom of the
page.

The following message is displayed in green at the top of the Student Details screen:
“Student Successfully created. Add tests to the Assigned Tests section.”

23



Click Add Test to assign the student to the test you are administering (scroll down if

necessary). Xoe “Select a Test” dialog box will be displayed.

M) 2014 Utah DWA Sion Out
2014 Utah DWA Search Q
| ] Tests
0 n Barry B\Rdwards
&, Students - -

Student successfully created. AdNNgsts to the Assigned Tests section.
< Downloads Gender Male

Date of BN 3/18/2006
Decuments
Student LEAID %g§8333

@ Videos Reporting Group 245768
@ FAQ Special Codes

Edit Details Delete

Assigned Tests B Add Test ¥ Advanced -
O Test Form Password Status

Select the Test and the Test Form from the applicable drop down lists. Click Add
Test to confirm your selections and close the dialog box. Note that “"Text Redder” is
one of the available forms. The text reader uses significantly more netw capacity
so plan accordingly.

L Barry B Edwards

Student successfully created. Add tests to the Assigned Tests section.

Gender Male

311812006

Date of Birth

Select a Test

Test

Test Form

Edit Details D

Add Test

B Add Test

'!' Advanced =

Assigned Tests

[ Test Form Password Status
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9. The test is added to the list of assigned tests, and the student is now ready to start
the test. The proctor can print a student ticket, or mouse-over the Password field to
retrieve the student password and give it to the student to log in.

L‘ Barry B Edwards

Gender Male
Date of Birth ~ 3/18/2006
Student LEA ID 4568333
Reporting Group 2457689
Special Codes
Edit Details Delete

Advanced -

Assigned Tests

Status

O Test Form Password

[ 2014 Utah DWA Training Grade 5 Standard =~ N\geeeeeree
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Step 2. Select an Open Test from the Proctor Screen

1. Access the Proctor Screen at https://mist.measinc.com. Enter your MIST proctor
User Name and Password and then click Sign In.

If you do not know your user name and password, please contact your school testing
coordinator or LEA Assessment Director.

G

{= MIST - Measurement Incorporated Secure Testing - Windows Internet Explorer

- |M teps: ffmist . measine. comy

.y

: File Edit Miew Favorites Tools  Help

i‘;Favorites |M MIST - Measurement Incorporated Secure Testing | | ﬁ B = @3 T

The MIST™ system is a comprehensive
online testing application that allows tests
to be administered in a secure, proctored
environment via the MIST™ Tester Station
and the MIST™ Proctor Website.

Secure

The MIST™ Tester Station locks access to all
other applications during a testing session. All
MIST data transfers are encrypted and
securely transported via SSL communication
protocols.

Password:

Easy to Use

The MIST™ Tester Station is intuitive and easy
to navigate. The MIST Proctor Website allows
proctors to easily monitor tester activity and
perform required tasks during a testing
session.

Easy to Install

MIST.exe is a small application (about 4 MB)
requiring a simple two-step installation process
for authorized users. You just download and
save it to the desktop. To remove, just delete
the file from your desktop.

Compatible

The MIST™ system is compatible with all major
operating systems (including Windows, 0OS X,
and Linux) and browsers (Internet Explorer,
Firefox, Safari, and Chrome).

1:
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2. From the Proctor Screen menu, click Tests. On the Tests page, find the name of the
test that you are administering. The test status is shown underneath the test name.
(The test status can be “Future,” “"Open,” “Complete,” or “Closed.”)

3. Apply a filter to the test list to display only the open tests. To do this, click the “All
Tests” link at the top of the page, and then select the “"Open” check box in the filter
list. Click anywhere on the page to close the filter list. Notice that the “All Tests” link
changes to “"Open Tests.”

@) 2014 Utah DWA Sign Out

201 4 Utah DWA Search Q

|| Tests Tests snowing all Tests

Students AN / Future
&) 20 4
. Opefi: | Open

Grade 5

3 of 11 testers finished

@ Downloads Complete

[
oocumens | =] 201 g Grade 8 ]

. Open: Avail2ihedg 3 of 13 testers finished
L) videos

4. Click the test name to view the status of the students registered to take the test.

@) 2014 Utah DWA sign Out
2014 Utah DWA Search a
‘—‘_ o= Tests showing 0PN Tests

85 Students

2014 Utah DWA Training Grade 5

E Open: Available for testing S of 15 testers finished
.E

‘ﬂy Downloads

2014 Utah DWA Training Grade 8

Decuments
Open: Available for testing 4 of 14 testers finished

Videos

[ Fac
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TEST ADMINISTRATION

IMPORTANT

All directions following the word “"SAY” are to be read aloud to students.

SAY: You should be sitting at the computer you have been assigned to. Your name
should be displayed in the bottom left corner of the screen. If your name is NOT
on the bottom left corner of your screen please raise your hand.

Assist students and ensure that they are appropriately logged into MIST. Instruct the
students to click the Start Test button. Grade 5 and Grade 8 instructions and checklist use
slightly different language so both are listed in the following pages.

Grade 5 Instructions and Writer’s Checklist (Grade 8, page 29)

SAY: On your screen you should see directions for this test. For this test, you will
respond to a prompt given to you on the next screen. You may use the scratch
paper I have given you to write notes or create an outline to help plan your
response. These notes will not be scored. Remember that planning your
response before you begin to type may help make your response clearer and
more complete.

Please be aware that some keyboard keys typically used for word
processing do not have the same function in this test. In addition, the
mouse “right-click” option and shortcut keys do not work. There will be tools
available for you to use within the system to perform these functions.

This is not a timed test, but it must be completed in one sitting. After you have
finished typing your response, read over your work. You may want to use the
Writer’s Checklist that appears on the next screen to evaluate your paper.

Follow along with the Directions and Writer’s Checklist as I read them aloud.
Scroll down to see the Writer’s Checklist.

Directions
1. Read the writing prompt carefully.
2. Read the passages carefully. Think about the prompt as you read.

3. Decide what you think about the topic. What is your opinion? Think about
the opposite side, too.

4. Find information in the passage you can use to support your opinion. Be
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sure to use this information in your written response.
Plan how you will organize your response.

6. Think of your readers as you write. Write your opinion in a way that will
make sense to them.

7. Attempt to thoroughly respond to the prompt. Proofread your response to
check your writing. You may use the Writer’s Checklist on the next screen

8. When you finish writing your response, click FINISH.
To see the Writer's Checklist, click NEXT below.

WRITER’S CHECKLIST

Development and Organization

v Think about your reader/audience and your purpose for writing.
v Develop your opinion about the topic.

v Support your opinion with information from the passage.

v Present your ideas in the order that best supports your opinion.

Style and Word Choice

v Use language that sounds natural.

v Use specific and accurate words.

v Write your response to your audience.

Sentence Structure

v Use sentences that vary in structure and length.

v Make your sentences flow smoothly.

Conventions

v Capitalize, spell and use correct punctuation (periods and commas, for
example).

When you finish writing your response, click FINISH.

To begin writing, click NEXT below.

Grade 8 Instructions and Writer’'s Checklist (Grade 5, page 28)

SAY: On your screen you should see directions for this test. For this test, you will
respond to a prompt given to you on the next screen. You may use the scratch
paper I have given you to write notes or create an outline to help plan your
response. These notes will not be scored. Remember that planning your
response before you begin to type may help make your response clearer and
more complete.
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NOTE: The Writer’'s Checklist appears on the next page of this manual.
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Proctor Tips

The following tips can help proctors assist students with situations that may arise during
testing.

Keyboard and Shortcut Keys

When the student computer is in test mode, some keyboard keys used for
word processing do not have the same function in the MIST application.
However, the following keys have the same functionality and can still be used
in test mode: Backspace, Enter, Shift, End, Home and Caps Lock.

In addition, the right-click mouse option and shortcut keys are disabled in test
mode. For word processing, please instruct the students to use the toolbar
options available in MIST to cut, copy, paste, undo, redo, increase text size
and decrease text size.
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Finishing the Test

The following steps describe what happens when students finish the test and submit their
responses.

1. Once the students click Finish and then click Exit to submit their responses, each
student computer screen displays a message that begins "“Your test has been
submitted...” This message confirms that the student’s response was successfully
submitted.

2. Once the student clicks CLOSE, the MIST application ends and unlocks the student
computer.

Your test has been submitted. Click CLOSE.

Donald H Chung @o@@ 2012 Utah DWA Grade 5

Student Clicks Finish Without Responding to the Prompt

If a student clicks Finish before responding to the prompt, a warning box appears asking
the student for confirmation to submit the response. The student should click No to return
to the test.

=]

Stimulus Material 1

s part of Utah Core standards, you will be provided with one or
for your essay. Use this material to formulate an opinion and

Stimulus Material 2

Are you sure you want to finish your test without
answering all of the questions?

Scroll down and practice typing your response in the area below. Click FINISH to exit.

— |
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Student Submits an Incomplete Test

If a student accidentally submits an incomplete test, the proctor can restart the test within
one hour of the student’s submission. The restart capability is disabled after one hour.

To restart the test:
1. On the Students page, click the student’s name.
2. Select the test to restart (click the check box next to the test name).

3. Click the Advanced button and then click Restart.

@ 2014 Utah DWA —
2014 Utah DWA -
|| Tests

& students L& Darlene A Barton

Gender Male

4 Downloads Date of Birth 111211990

m

Documents Student LEA ID 567654

Reporting Group 88855444
\L) videos

@ FAQ Edit Details

Special Codes

|V ‘
'!' Advanced -

Assigned Tests
Restart

Test Form Password Status

2014 Utah DWA Training Grade & Standard "4 _ ]
7

N 7
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Proctor Tasks

During the test administration, proctors can perform the following tasks on the MIST Proctor
Screen:

Accessing the Proctor Tools

Monitor the status of students taking a test

Restart a finished test for one or more students

Pause and resume one or more students

Pause and resume all students

Move a student to a different testing computer

Exit a test to fix a computer problem and then restart the test on the same computer

Assign and update special codes

To access the Proctor Screen:

Go to the Proctor Screen (https://mist.measinc.com).

Enter the proctor User Name and Password in the appropriate fields and click Sign

In.

From the Proctor Screen menu, click Tests to display the list of tests associated with
your proctor login. (In the example below the test name is "2014 Utah DWA Training
Grade 5.") Click the test name to view a list of all students associated with the test.

@) 2014 Utah DWA

2014 Utah DWA

= Tests
C?S Students
@ Downloads

Documents

@ Videos
2 Fag

&
®

Student List s

o

OOooocooo

Tester

Darlene A B
Katherine E
Christina O

DonaldH C

Lois O Joseph

rton

Bender

owder

ing

wing All Students

Mot Started
Active
Paused
Finished

Reporting Group

Al [+]

~

2014 Utah DWA Training Grade 5

Open: Available for testing

Password

Patricia A Mangum

Louis O Rosenthal

Status

Search

0 of 10 finished

Sign Out

Q

m
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6. To filter the roster, click the link to the right of the Student List and then select the
appropriate check boxes: “"Not Started,” “Active,” “Paused,” and “Finished.”
Alternatively, you can select a reporting group from the drop-down menu.

Monitoring Student Status

To monitor the real-time status of students during a testing session, complete the following
steps.

1.

From the Proctor Screen menu, click Tests. Click the name of the test that you want
to monitor to display a list of all students assigned to the test. The students are
listed alphabetically by last name, along with the name of the test form, password
(displayed as asterisks), and test status. You can view passwords by passing the
mouse over the asterisks.

M) 2012 Utah DWA

Sign Out

Search

2014 Utah DWA

‘| Tests
=]

& Students

<> Downloads
Documents

(& videos

¥4l Faq

B

a
]
]
]
]
]
]
]
]

2014 Utah DWA Training Grade 5

Available for testing

Student List  showing All Students

Tester

Darlene A Barton
Katherine E Bender
Christina O Bowden
Donald H Chung
Anthony Hobart
Lois O Joseph
Robert Lindle
Patricia A Mangum

Louis O Rosenthal

Form
Standard
Text Reader
Text Reader
Standard
Standard
Standard
Text Reader
Text Reader

Standard

Password

l
|
/
I |
/
I
|

T

To find a student’s name, scroll through the list or use the Search box in the top
right corner of the page. Click the “"Tester” column heading to sort the student
names in reverse alphabetical order. You can also sort the list by Form or Password

by clicking the column headings.

Click the “Status” column heading to sort the students by status in the following or

reverse order:

“Not Started” for students that have not started taking the test.
“Active” for students that are taking the test.
“Paused” for students with a paused test.

“Finished” for students who have submitted their tests.

NOTE: To view a student password, position the mouse over the asterisks in the
Password column.
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Restarting a Finished Test

If a student accidentally submits an incomplete test, you can change the test status from
“Finished” to “Paused” to allow the student to finish testing. To restart a finished test,
complete the following steps:

1. From the Proctor Screen menu, select Students. Click the student’'s name to display
the student profile with a list of assigned tests. Click the check box next to the test
to be restarted (test status should show complete). Click the Advanced button in
the toolbar and then click Restart. The Restart option is availalle for one hour
after the student submits the test. When the proctor restarts thk test, the
student status changes to “Paused.”

@) 2014 utanh DWA sign Out
2014 Utah DWA Q
| ] Tests
& Darlene A Barton
S students
Gender Male
‘3 Downloads Date of Birth  1/12/1990
T S Student LEAID 567654 c
Reporting Group 88855444
Videos
Special Codes

@ FAQ Edit Details

Assigned Tests ¥ sdvanced -

Restart
Test Form Password Status

2014 Utah DWA Training Grade 5 Standard

2. When the student launches the test the following message is displayed: “Please
make sure you are the student identified on this screen and the correct test is
shown. Click Confirm to continue, or X to quit.” The Proctor can now start the test,
enabling the student to continue.

MIST -Ee

Please make sure you are the student identified on this screen
and the correct test is shown. Click CONFIRM to continue, or
click X to quit.
Student: Katherine E Bender
Student LEA ID: 345555444
Test: 2014 Utah DWA Training Grade 5

Form: Text Reader

3
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Pausing and Resuming One or More Students

During a testing session, proctors can pause and resume the test of one or more students
(for example, if a student needs to go to the bathroom). To pause and resume a test for
one or more students, complete the following steps:

1.

From the Proctor Screen menu, click Tests. Click the name of the test being
administered.

Click the check box next to the names of the students to be paused. Only students
with an “Active” status can be paused. Active students are indicated with a monitor
icon in the Status column.

Click the Pause button m in the tool bar. The status of the selected students
changes to “Paused” on thg Tests screen.

If a student attempts to use the testing computer, the screen displays a message
that begins, "Your test has beenraused...”

@) 2014 Utah DWA sign Out
2014 Utah DWA Q
|| Tests N L
2014 Utah DWA Training Grade 5 ]
Open: Available for testing 5 of 15 finished
& Students .
Downloads )
@ Student List showing Al Students
Decuments E Tester Form Password Status
[E] Darlene A Barton Standard _
(&3 videos
[F] Katherine E Bender Text Reader ~ essssesene
@ FAQ [ Christina O Bowden Text Reader ~ sesssesne
[ Donald H Chung Standard _
[ Anthony Hobart Standard =~ seesseees
[ Lois O Joseph Standard _

m

When the students are ready to resume testing, click the check box next to the
names of the students to be resumed.

Click the Resume button E in the toolbar. The status of the selected students
changes to “Active” on the Tests page.

Instruct the students to click CONTINUE on their computer screens to resume
testing.
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Pausing and Resuming All Students

Proctors can pause and resume all Active students, for example in the event of a fire drill.
To select all students, click the check box at the top of the Tester list (to the left of the
Tester column heading). After selecting all of the students, follow the procedure for
“Pausing and Resuming One or More Students” on page 37.

Moving a Student to a Different Testing Computer

If a student experiences technical problems during a testing session, you can move the
student to a different computer. To move one or more students to different testing
computers, complete the following steps:

1. From the Proctor Screen menu, click Tests. Click the name of the test being
administered to view the Student Roster.

2. On the Student Roster page, click the check box next to the names of the students
to be paused.

3. In the toolbar located above the Status column, click the Pause button @ The
status of the selected students changes to “Paused.”

4. If the student attempts to use the testing computer, the screen displays a message
that begins, "Your test has been paused...”

5. Instruct the students to log into a different testing computer using their student
login.

6. On the student computer screen, the MIST Confirmation screen displays a message
that begins, "Please confirm that you have logged in for the correct student and
test...”

7. Instruct the students to click CONFIRM to verify that the information is correct.

8. The student computer screen displays a warning message that reads, "The tester has
a test in progress. Are you sure you want to move them to a new location?”

9. Instruct the students to click YES to confirm the move and resume testing.

10. On the proctoring screen, click the Status column heading to sort the students by
status. The status of the moved students will now be “Active.”

NOTE: The original student computer screen will display a message that begins, "You
can no longer run the test from this location...” Click EXIT to close the application on the
original student computer.
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Fixing a Computer Problem During a Test Session

A student may experience a computer-related hardware or software problem that needs to
be fixed during a testing session, such as an idle microphone or volume level problem. If
this occurs, the proctor can pause and exit the test for a student and then have the student
log into the same testing computer after the problem is fixed. To exit a test and then restart
it for a student, complete the following steps:

1.

From the Proctor Screen menu, click Tests. Click the name of the test being
administered to view the Student Roster page. The Student Roster page lists the
names of all registered students enrolled to take the selected test.

Click the current filter link and check/uncheck the boxes to select “Active” from the
list. Only the active testers will be displayed.

Click the check box next to the names of the Active students to be paused.

Click the Pause button @ in the toolbar above the Status column. The status of the
selected students changes to “Paused.”

Click EXIT TEST to close the application on the student computer. Fix the
! hardware or software problem.

10.

11.

12.

When you are ready to resume testing, instruct the students to log into the original
testing computer using the student login.

On the student computer, the MIST Confirmation screen displays a message that
begins, "Please confirm that you have logged in for the correct student and test.”

Instruct the students to click CONFIRM to verify that the information is correct.

The student computer screen displays a warning message that reads, “The tester has
a test in progress. Are you sure you want to move them to a new location?”

Instruct the students to click YES to confirm the move. The computer screen of the
selected students displays a message that begins, "Your test has been paused....”

On the Proctor computer, click the check box next to the names of the Paused
students.

Click the Resume button Eon the toolbar above the Status column. The status of
the selected testers changes to “Active.”

Instruct the students to click Continue on the testing computer screen to resume
testing.
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Assigning or Updating Special Codes

To update a student’s details to include special codes, complete the following steps.

1. From the Proctor Screen menu, click Students to display the Student Roster.

@) 2014 utah DWA

2014 Utah DWA

| | Tests

A, students

4 Downloads

Students  Showing All Students

Darlene A Barton
Katherine E Bender
Christina O Bowden
Donald H Chung

=i
. Documents . .
£  Marie Curie

3 videos L2 Anthony Hobart
Lois O Joseph
Al Faa 2 Robert Lindle

Patricia A Mangum

https://mist measinc.com/Proctor/Help/FAQ

01/12/1990
01/12/1990
01/12/1990
01/12/1990
03/12/2006
03/17/2006
01/12/1990
12/12/2006
01/12/1990
01/12/1990

Search

Sign Out

Q

A& Add Student

1 of 2 Tests Complete
0 of 2 Tests Complete
0 of 2 Tests Complete
10of 2 Tests Complete
0 of 1 Tests Complete
0 of 1 Tests Complete
1 of 2 Tests Complete
1 of 1 Tests Complete
1 of 2 Tests Complete
0 of 2 Tests Complete

i

2. Locate the student’s name in the roster and click it to display the Student Details
page. Click the Edit Details button.

M) 2014 Utah DWA

2014 Utah DWA

Downloads

&
(93 Students
A 4

Documents

Videos
i Faa

Edit Details

Assigned Tests
O Test

[C] 2014 Utah DWA Training Grade 5

Tests
L Darlene A Barton

Gender Male

Date of Birth
Student LEA ID
Reporting Group

Special Codes

Form

Standard

11211990

567654

88855444

Password

Status

Sign Out

Q

¥ Advanced -

4

m
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3. From the Special Codes list, select the appropriate code and then click Save.
Codes can be change

M) MIST - Measurement Inco %

later if required.

@) 2014 Utah DWA

2014 Utah DWA

U Tests
‘% Students

< Download

« > C https://mistmeasinc.co
i Apps 8 Amazon () NewEgg Utah Writg

/Proctor/Student/Details/111c27cb-a8ba-4c9e-8886-a2970159247b
prod UtahWrite QA UtahWrite staging M) MIST prod - M) MIST CSI € Coursera @ iCloud @, FogBugz
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Sign Out

Q

i Documents

Videos

i Faa

Save

Edit Student Information
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Dgte of Birth

Stude\it LEA ID
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1/12/1990

Select One: B

Select One:
101 - Absent
102 - Withdraw from test

[E1 2014 Utah DWA Training Grade &

104 - ELL First Year in U.S. before April 15
105 - UAA

201 - Accommodated

202 - Modified
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204 - Refuse to Test (RT}
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=
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TECHNICAL STAFF INFORMATION

The MIST application is a secure, web-based assessment tool that is used to administer the
Utah Direct Writing Assessment (DWA) for Grades 5 and 8. This section outlines the basic
steps required to deploy MIST. The tasks described in this section should be
completed by school or district technical support staff.

Preparing for Online Testing

To ensure that each school is ready for MIST online testing, the technical staff should
complete the following tasks.

1.

Review the MIST requirements for Windows, Macintosh, and Linux to initially confirm
that all testing computers meet the documented hardware and software
requirements.

Verify that all firewalls and proxy servers are configured to allow access to MIST
servers.

Follow the steps in "“Downloading the Application” on page 43 to download MIST.
Download MIST and verify that the application can run on each testing computer.
Confirm that the network has adequate capacity to support MIST online testing.

If you have any questions or concerns about preparing for online testing, please
contact the Measurement Incorporated Utah DWA Technical Support staff by phone
at (855-999-4246) or email at dwasupport@misttest.com.

If the “Text Reader” form is selected, please ensure that your network has enough

capacity to handle the extra throughput. Each “"Text Reader” station uses ten times
the capacity of a standard tester station.
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Downloading the Application

This procedure must be performed by a technical staff person with the administrative
privileges to install software on school computers. To download the MIST application,

complete the following steps:

1. Open a browser on a network computer.

2. Type https://mist.measinc.com in the address box at the top of the browser window
and press Enter to access the Measurement Incorporated Secure Testing (MIST™)

Login page.

3. Enter your MIST proctor User Name and Password and then click Sign In.

If you do not know your User Name and Password, please contact your school testing
coordinator or LEA Assessment Director.

{= MIST - Measurement Incorporated Secure Testing - Windows Internet Explorer

@;’:" - |M tbps: /imisk, measine, com

Y[ 2]8>(x| &

. File Edt Yiew Favortes Tools Help

T:f Favarites |M MIST - Measurement Incorporated Secure Testing

The MIST™ system is a comprehensive
online testing application that allows tests
to be administered in a secure, proctored
environment via the MIST™ Tester Station

and the MIST™ Proctor Website.

Secure

The MIST™ Tester Station locks access to all
other applications during a testing session. All
MIST data transfers are encrypted and
securely transported via SSL communication
protocols.

Easy to Use

The MIST™ Tester Station is intuitive and easy
to navigate. The MIST Proctor Website allows
proctors to easily monitor tester activity and
perform required tasks during a testing
session.

Easy to Install

MIST.exe is a small application (about 4 MB)
requiring a simple two-step installation process
for authorized users. You just download and
save it to the desktop. To remove, just delete
the file from your desktop.

Compatible

The MIST™ system is compatible with all major
operating systems (including Windows, 0S X,
and Linux) and browsers (Internet Explorer,
Firefox, Safari, and Chrome).

Sign In

User Name:

Password:

<
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4. From the Proctor Screen menu, click Downloads.

M MIST - Measuremen: x §__}

@)  Utah DWA Demo

<4 Downloads 4 Download

Utah DWA Demo
] Tests (ST Tester Station
(_% Studentg fare] Microsoft Windows

~. Supported Versions: Windows 2000, XP, Vista and Windows 7

ﬁ Documents ’ Macintosh
. Supporied Versions: 0S X version 10.4 or later
. Download
@ Videos ¢ :
3 - Linux
L!'!J FAQ h Supported Versions: Ubuntu, Debian
| -2

& Download

5. To download the MIST Tester Station file, click the Download button for the
Microsoft Windows, Macintosh or Linux version, depending on the computer’s
operating system.

For Microsoft Windows, a stand-alone application (MIST.EXE) will download (as
shown in the figure below).

For Macintosh, a compressed file (MIST.zip) will download and automatically
expand to an application file (MIST.app).

For Linux, a package will download (MIST.deb) that must be installed by a
system administrator.

File Download - Security Warning

Do you want to run or save this file?

Mame: MIST.EXE
Type: Application, 3.36ME

From: mist.measinc, com

Bun ] | Save | ’ Cancel

l--' ‘~| While files from the Intemet can be useful, this file type can
\ ﬂ patentially harrn your corputer. IF pou do not trust the zource, do naot
= rurn or gave thiz software, What's the righ?
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6. When the File Download dialog box appears, click Save (in Windows 7 click Save
File). NOTE: Be sure to save the file to the “All Users” Desktop. This ensures that
MIST is available for all users regardless of their permission levels.

After you save the file, an icon for the application is displayed on the computer’s
desktop.

7. Double-click the new icon. If the Proctor/student Login screen appears, the
installation was successful. Click Cancel and close the window.

User Name:

Password:

S

CANCEL | LOGIN »

If the student computer Login screen does not appear, follow the instructions
displayed on the screen. If you have any questions or concerns, please contact the
Measurement Incorporated Utah DWA Technical Support staff at (855-999-4246) or
email at dwasupport@misttest.com.

8. Repeat steps 1 through 7 to download MIST onto the “All Users” desktop of each
testing computer, including one for the proctor.
Or, since MIST is a stand-alone application, it can be downloaded once and then
deployed across the network using any available network management tool.

Contact Measurement Incorporated Utah DWA Technical Support
Staff for assistance before or during the scheduled test
administration.

Phone: (855) 999-4246
or
Email: dwasupport@misttest.com
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